CHAPTER BUSINESS |
PROCEDURE /A

PURPOSE

To evaluate a chaprer's ability to conduct tegular
SKillsUSA Dusiness mectings according to the
order of business published in these vegutations
and correct parliamentary procedure. The contest
is bused on the rules found in the fatest edition
ot Robert’s Ritles of Order. Newly Reeisel.

First, refer to General Regulutions, Page 9.

CLOTHING REQUIREMENT

For men: Official red blazer. windbreaker-stvle
jcket or sweater: black dress slacks: white dress
shirt; plain black tic with no partern or SKillsLISA
black rie from Midwest Trophy: black socks and
black shoes.

For womenn: Officiul red blazer, windbreaker-
style jacket or swearer: black dress skicks or skirt
with businesslike white, collarless blouse or
white blouse with small plain collar that may nor
extend onto the lapels of the blazer: black sheer
or skin tone hose and black shoes. To purchase
ofticiul clothing. contact Midwest Trophy
Manufacturing Co. Inc., by calling 800-32:4-3996
or place yvour order online at

waww mrmrecognition.com/’skillsusa /.

Note: Contestants must wear their official contest
clothing to the contest orientation meeting.

EuGIBILITY

Open o active SKillsUSA members, The team
needs not be composed of officers: but ream
members must he organized under one local
chavter. All team members must be members in
the same division. Fach ream will consist of six
registered members. The eam may perform with
five members without penalty in the event that a
member fails to show up or was forced to
withdraw within five days of the comperition.
(See exception policy in General Regulations,)

OBSERVER RULE

Observers will be permitted in the

colleges postsecondary presentations on
Wednesday ol the competition.

Colleges postsecondiry teams must wait in a
holding room. No observers will be permitted in
the preliminary rounds of the high school

competition. Observers will be permitted in the
final presentations on the Thursday of
competition. Contestunts must wiit in o holding
room. Observers will he instructed not to talk or
gesture or enter or exit the demonsteation room
while o team is competing.

EQUIPMENT AND MATERIALS
L. Supplicd by the rechnical commirtee:
A, Speaker’s stand (lectern)
b, Gavel
¢ Pad and pencil for secretary
d. One copy ol Robert's Riules of Orcer.,
Newly Revised per demonstration room
¢, Packert for cach team. which will include:
List of business items

[
2. Minutes of previous mectings
3. Treasurer’s report
Puper lor any commitiee report
One pencil
. Stopwurch
g, Exua pencils as may be required
ho o All necessary information and fumishing
for judges and technical committee
Written multiple-choice test on
parlivmentary procedure
2. Suppliced by the contestants:
o One-page. typewritten résumd for each
team member

Jr oL

~

SCOPE OF THE CONTEST

The contest consists of two parts that test
knowledge of parliimentary procedure: awritten
exam and w chapter business procedure
demonstration. During a simulated regular
SKUISUSA business. teams will demonstrate the
procedures necessary 1o complete the mecting,
from call to order to adjournment, using only
those portions of the following order ol business
that are required by contest materials given to the
reanm.

Knowledge Performance

The written exam consists of 100 multiple choice
questions related to material found in Roberts
Rules of Order = Newly Revised. Scores are
averaged and included as part of the team’s
overddl score, This written test score will
comprise up o 200 of the possible 1000 points of
the total score for all rounds of the competition.
Visit the website of the National Association of
Parliamentarians (www. pariamentarians.oryg) and
download the bank of 300 questions under the
NAP Membership, Application heading.
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Skill Performance
The contest consists of a demonstration of
simulated chaprer business meeting.

Contest Guidelines

A.

30 .

During the presentation, the team will
demonstrate the running ot a typical business
meeting using a standard order of business.
The order of business 1o be tollowed will

include: Q.

1. Cuall to order

2. Reuading and approval ol the minutes

3. Reports of ofticers, boards und standing
commitrees

4. Reports of special committees

5. Special orders

6. Unfinished business

7. New business

8. Adjourn H.

During the simulated demonstration. the
team must properly handle items dictated by
the above order of business and materials
given to the teams by the technical
committee. The demonstration must include
no fewer than six morions, including at least
one motion of cach of the following types:
1. Privileged

2. Subsidiury .
3. Main
4
__)

Incidental
Motions that bring « question before the
assembly again
Teams will draw for order of uppearance
during contest orientation. Also, during 1.
contest orientation. cach team member will
rke awritten test covering basic
pacliamentary procedures.
SINty minutes prior to the teanms
demonstration in front of the judges, the

ream will be given a list of business items 1o K.

insert into the order of business: the

secretury's minutes of the previous meeting,

the treasurers report and paper for preparing

any commitree report. Any written committec

reports submitted will comply with the

provisions set forth in Robert's Ritles of Order, L.
Neely Revised, and stipulated by the minutes

of the previous meeting. “Teams may bring

their own copy of Robert's Rides of Order.

Newly Revised to use in the preparation M.

room, but it must be given to the rime
keeper during their demonstration.
During the simulated mecting presentarion,

the team may use only the seerctary’s N.

minutes of the previous meeting, the
treasurer’s report, the list of business items,
and committee reports. The presiding officer
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mety make notes on the list of business items:
however. wream will be disqualitied if any
member uses notes during the simulated
presentarion. The secretiry will he provided
with a pad and pencil for recording minutes
of the simulated meceting, One copy of
Robert's Rules of Order. Newly Kevisee. will he
in the demonstration room lor teant
relerence. There swill be a thirty point penalty
tor cach item not covered.

The demonstration room will be furnished
with a table and three chairs for judges and
contest officials. A time keeper will be seated
beside the judges” tble in clear view of the
demonstrating team. “The demonstration area
will be set with four chairs for team members
and a table from which the presiding officer
will conduct the meeting and the secretary
will ke minutes.

The demonstration should be at least 10
minutes in length but should not exceed 15
minutes. There will be five points deducted
for cach 30 sceconds or fraction thereoft under
1O minutes or over 15 minutes. The time
required to complere the recording and
reading of the seeretary’'s minutes at the end
of the presentation will not count toward a
team’s rime.

Following adjournment of the simulated
business meeting. the secretary will read the
minutes covering the demonstration to the
jucdiges. The minutes will be judged for
completeness as read. neither for
penmanship nor sentence structure.

All materials given to team members, along
with the minutes ot the demonstration,
committee reports and contest badges. will
be given to a contest official in the
demonstration room after the completion of
the demonstration.

Throughout the demonstration, team
members will be referred to by first name
only. No reference may be made to their
school name, city or state. A tive point
penalty will be assessed cach time any of
these are identitied in the presentation.

Tie breakers for teams will be determined by
first looking uar total presentation score and
second by looking at the teams’ average
written test score,

The chair and secretary shall be seated at the
head wble, with the other team members
seated in four chairs staggered in front of the
tuble.

The demonstration room will be furnished
with scarts for judges and obscervers with a
demonstration arvea at the front, The
demonstration weea will be set up with four




chairs for team members and o table. from
which the president will conduct the meeting
and the secretary will take minutes. A table
and three chairs will be provided for the
judges and contest officials. The timekeeper
will be seated beside the judges table so as
1o be in clear view of puarticipants.

Note: 'T'he officiul SKillsUSA Opening and Closing
ceremonies are not to be performed during this
contest.
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Standards and Competencies

(BP 1.0 — President demonstrates the ability to conduct a

meeting

Tl Demonstrates impantiality when
conducting meeting
1.1.1 Doces not call on the sume

member every time

(BP 2.0 — Read minutes of previous meeting

2] Read minutes from previous meeting
2.0 Secrerary stands

2.1.2 Sceretwry reads clearly and loudly
enough to be heard

1.3 Secrerury is seated

o

(BP 3.0 — Chair obtains approval of minutes

3.1 Obttin approval of minutes
3001 Chuair asks for approval of minutes
31,2 Chair asks for corrections
313 Chair announces results

0 = President 4 = Member 4

1 = Secretary 5 = Member 5

2 = Member 2 J = Judge

3 = Member 3 T =Time keeper |

(BP 4.0 — Present reports of officers, hoards and
committees

4.1 Deliver Treasurer’s Report
4.1.1 Treasurer stands when called
upon

4.1.2 Treasurer reads so uas to be hewrd
4.1.3  Chair asks for questions
4.2 Deliver Committee Reports
4.2.1 Member stands when called upon
4.2.2 Member redads so as 1o be heard
4.2.3  Chair asks for questions
+.2.4

Chuir processes motions or
recommendations. it any

“+.3 Present reports of special commiittees
44 Member stands to be recognized
4.4 NMember reads so as to be heard

4.4.2 Chair asks for questions
+4.3  Chuir processes motions or
recommencdlations, it any

(BP 5.0 — Effectiveness of Business meeting
5.1 Participate in meeting
S50 All team members other than
presiding officer make ar least one
monon
5020 All team members other than
presiding ofticer debute ar least
one debatable motion
5.0.3 0 More than one member debares
cach debarable morion
5.2 Demonstrate effective organization of
meeting
5.2.1 Mcecting flows logically and
systemarically
5.2.2  Business occurs as it should
according to the prescribed order
of business

5.3 Follow the order of business
5.3.1 Use the necessary parts of the
following order of business us
prescribed by the marterials given
them by the technical commirttee:
X Call to order
b, Reading and approval of the
minutes
¢ Reports of ofticers, boards and
stunding committees
. Reports of special commirttees
¢, Special orders
. Unfinished business
g New business
h.  Adjourn
5.4 Provide quality discussion
540 The maker of the motion has first
right of debare
S5+4.2  Each member may debate only

nvice on a pending motion unless
the motion to Limit or Extend
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Limits of Debare s made and

adopred

543 Chair does not debare

344 Team members debate only
debatable motions

545 Debate provides information and
insight. as opposed to asking
questons or saying T agree”

5.4.0 Debate is germane to the pending
motion

5.4.7  Conduct business meeting with
case

368 Motions are handled withour
hesitance or awkwardness

5.4.9  The business meeting runs

smoothly and ctficiently

(BP 6.0 — Demonstration of the use of the five types of
parliamentary motions according to Robert’s Rules of

Order, Newly Revised
6.1 Obtain the Hoor
6.1.1 Member stands o be recognized
6.1.2  Member says “Mr/Muadame
President”
6.1.3  Chair recognizes member by first
name only
6.2 Demonstrare proper use of privileged
motions
06.2.1 Member makes the morion
6.2.2 Another member seconds the
mornon, if necessary
6.2.3 Chair states the motion or
responds to the request or
demand
6.24  Chuair puts motion to « vore, if
necessary
6.2.5 Chair announces the resulr of the
vote. if necessury
Oud Demonstiate proper use of Subsidiary
mouons
6.3.1 Member makes the motion
6.3.2 Another member seconds the
motion
06.3.3 Chair states the motion and asks
for debate, it permitted
G.3.4 Members debate motion. it
debatable
(.35 Chair puts motion to a vore
6.3.6 Chair announces the resulr of the
VOole
0.+ Demonstrate proper use ol Main motions
641 Member makes the motion

6.4.2 Another member seconds the
motion

0.A4.3 Chair srates the motion

G40 Chuir asks "Are you ready for the
question?”
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045  Members debate motion and make
sccondary motions
6.4.6 Chuir puts motion to @ vore
6.1.7  Chair announces the result of the
vore
6.5 Demonsoate proper use of Incidental
motions
651 Member makes the motion
6.5.2  Another member seconds the
motion, it necessary
Chair stares the motion or
responds to the request
654 Members debate motion it
debatable
655 Chair puts motion to a vote, if
necessary
6.5.6  Chair announces the result of the
vore, if necessary
6.6 Demonstrate proper use of motions that
bring a question back before the assembly

6.

Jt
I~

0.6.1 Member nitkes the mortion

6.6.2 Another member seconds the
morion

6.6.35  Chuair states the motion

6.0.4 Members debate motion if
debatable

6.6.5  Chair puts motion to a vote

06.6.6 Chair announces the result of the
vote

(BP 7.0 — Read minutes of demonstration
7.1 Record minures accurately
7.1.1 All essential jtems are included
7.1.2 Minutes reflect whar acrually
huppened during the
demonstration
7.1.3 Debate and nonessential items are
excluded
7.2 Demonstrate effective reading and
submission of minutes
7.2.1 Secretary stands
7.2.2 Secretary reads clearly and loudly
enough 1o be heard

(BP 8.0 — Team appearance
8.1 Wear Official dress
S0 All members wear SkillsUSA
official dress as prescribed by
clothing requirements for the

conrest
3.2 Demonstrate positive overall appearance
8.2.1  Members wear same type of

ofticial dress (e, all blazers, all
Jrekets, ere.)
8.2.2 Members are groomed neatly
8.2.3  Members demonstrate good
posture and poise



(BP 9.0 — Written Test

9.1 Demonstrate understanding of
parliamentary procedure according to
Robert's Rules of Order, Newly Revised®

9.1.1 Each member will complete an
examination of 100 questions

9.1.2  “Tests are taken individually and
the scores are averaged for the
ream

Committee Identified Academic Skills

The technical committee has identified that the
following academic skills are embedded in this
conrest.

Math Skills

Balance o Treasurer’s Report sheet

Science Skills
None Identified

Language Arts Skills

e Provide information in conversations and in
group discussions

*  Provide information in oril presentations

e Demonstrate use of verbal communication
skills: word choice, pitch, feceling, rone. and
VOICe

*  Demonstrate use of nonverbal
communication skills: eye conract, posture,
and gestures using interviewing techniques to
aain information

e Organize and synthesize information for use
in written and oral presentations

*  Demonstrate knowledge of appropriate
reference materials

e Edit writing for correct grammar,
capitalization, punctuation. spelling, sentence
structure and paragraphing

e Write a proper set of minutes

Connections to National Standards

stare-level academic curriculum specialists
identiticd the following connections to national
academic standards.

Math Standards

None Identified

Source: NCTM Principles and Standards for School Mathematics.
To view high school standards, visit:

standards netme.org/document/chapter”/index htm.

Select Standards™ from men.

Science Standards
None ldentified

Source: McREL compendium of national science standards. To
view and search the compendium, visit: www.merel.org/standzrds-
benchmarks/.

Language Arts Standards

e Students read a wide range of print and
nonprint texts to build an understanding of
rexts, of themselves, and of the culrures of
the United States and the world: to ucquire
new information: to respond to the necds
and demunds of society and the workplace:
and for personal fulfilhnent. Among these
texts are fiction and noafiction, ¢lassic and
contemporary works

e Students apply o wide range of strategies to
comprehend, interpret, evaluate and
appreciate texts. They draw on their prior
experience, their interactions with other
readers and writers, their knowledge of word
meaning and of other texts, their word
idenutfication strategies, and their
understanding of textual features (¢.g..
sound-letrer correspondence, sentence
structure, context, gr;lphic.\')

*  Students adjust their use of spoken, written
and visual language (¢.g.. conventions, style,
vocabulary) to communicate effectively with
a variety of audiences and for ditferent
purposes

*  Students employ a wide range of strategies as
they write and use different writing process
clements appropriately to communicare with
different audiences for a variety of purposes

e Students apply knowledge of language
structure, language conventions (e.g..
spetling and punctuation), media techniques,
figurative language. and genre to create.,
critique and discuss print and nonprint rexts

¢ Students conduct research on issues and
interests by generating ideas and questions
and by posing problems. They gather.,
evaluare and synthesize data from a variery
of sources (c.g.. print and nonprint texts,
artifacts, people) to communicate their
discoveries in ways thar suit their purpose
and audience

e Students use a variety of technological and
information resources (c.g., libraries,
databases, computer networks, video) to
gather and synthesize informartion and to
create and communicate knowledge

e Students participare as knowledgeable,
rellective, creative and critical members of a
variety of literacy communitics

*  Students use spoken, written and visual
language to accomplish their own purposes
(¢.g.. for learning, enjoyment, persuasion and
the exchange of information)
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Source: IRVNCTT. Standards for the English Language Atts. To
view the standards, visit:
wwwreadwritethink org/standards/index html.

CONTEST SCORECARD

Items Evaluated Possible Points
President's ADITY . o 100
SeCretury's Readings. o 100
BUSTOCSS SOSSION it cvvssvien vennis isnmmst fnsennsssine s sonis 623
Temm ADPCHEINCE s ssmmorvm s wosmms v ssmvssess s s 75
WTTCIU TOSE 100

Sub Total 1,000

Résumé Penalty
Business Penalty
Clothing Penalty
Time Penalty
Identification Penalty

TOTAL

34 = 2008 SkillsUSA Championships |'cchnical Standards

OPI

Linda McCufloch. Superintandant




